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Placemunt Officers DATE: 1% January 1951

Chicf, Testing and Training Sranch,
Pursonnul Yivision
Policiss and Procedurss Governine Tosting frogram

Effective immediately, the Policies, Procsdures, ond
Schedules set forth below will anply to the testing services
of tho Testing and Trainins Branch:
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Both the Vifforential Aptitudes =nd tho Otis Batteries
will be administered d=ily. If add tional tests are
raquired for an appliecant or omployee, they must be
rezguested by the Placement Officer at the tim. the
lndividual 1s sciheduled for rogular testing.

Tests begin at 8:30 L. M., koom 507, |GGG
No one arriving alftor this time will beo admitted to the
testing rooms,

Thosu tuking the Otis Battery will normally complcto
their tests botweon 10:30 A. M, and 12:30 P. M.,
depending upon the type of position for which they are
being testede Those taking the Differcntisl Aptitudes
Battery will romain until 12:30 Po M. and will return
at 1:30 Po M. if scheduled for the extra tests othor
than typing and shorthond.

Anyone who has taken the regular tests and is roturning
for a typing re-test only will roport at 10:30 A. M. to
Room 607, Anyons returning for a
shorthand re-test only will report at 11:15 A, M. to

Room 507,

If an 2pplicant or an employec reporting for tests has
not been schedulzd beforchand by a Placement Officur,
hz will not be admitted to the testing rooms, but will
bu reforred to the Officer who interviewsd him.

¥ach Placement Officsar will cnll the Tosting Seetion
to schedule an anplicant or employcos for tests hofore
giving the individual a dofinite appoiutment.

When scheduling an applicant or employse, the Placement
Officer will give the individual's name, grade an
position for which he is to be testad, the profasrred date
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for the testing, and the titles of ony tests desired in
addition to the regular battery, All of tho npove
information is nocessary to determine the applicable
tests for various positions and testing will not bo
undertakon on any individual until such data are
provided. :

8. No namss will be added %o a day's testing schedule
later than 3:30 P, M. of the preczding day.

9. Qualification Report forms showing profiles of
percentile scores will ba sent %o Placemeont Officors
concernod within twonty-four hours after complation
of the tests. Those Qualification Report forms arc
intendod es permancnt records to be pleced in cach
individual's persoanel fold-r, Duplicute copies
cannot be distributed,

10. Only in cmergengy cascs wlill exeeption be made to
these procedures, and then only by epproval of the
Chi.of, Tusting and Training Branoh,.

1le It is tho policy of the Tasting and Training Branch
that indivldusls will wot be re~tezted unless speeinl
circumstances attendant to their original tosting
puoriod Justify such cetion.
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